Thank You Letter for a Job Offer
[Your Full Name]
[Your Address]
[City, State, ZIP Code]
[Your Email Address]
[Your Phone Number]
[Date]
[Hiring Manager’s Name]
[Hiring Manager’s Title]
[Company Name]
[Company Address]
[City, State, ZIP Code]
Dear [Hiring Manager’s Name],

Thank you very much for offering me the position of [Job Title] at [Company Name]. I sincerely appreciate the time and effort you and your team invested throughout the interview process, as well as the confidence you have shown in my skills and experience.

I am very enthusiastic about the opportunity to contribute to [Company Name] and to work alongside such a talented team. The role aligns well with my professional goals, and I am excited about the possibility of bringing my skills in [key skill or area of expertise] to support the team’s success.

☐ (If accepting)
I am pleased to formally accept this offer and look forward to starting on [Start Date]. Please let me know if there are any next steps or documentation required prior to my start date.

☐ (If requesting time to decide)
I would appreciate the opportunity to review the offer in more detail and respectfully request until [Date] to provide my final decision. Thank you for your understanding and consideration.

☐ (If declining)
After careful consideration, I have decided to respectfully decline the offer at this time. This was not an easy decision, and I am grateful for the opportunity to learn more about your organization. I hope our paths may cross again in the future.

Thank you once again for this opportunity and for your professionalism throughout the process. I truly appreciate your consideration and look forward to staying in touch.

Sincerely,

[Your Full Name]
www.CodonFX.com
